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In Canva, your work is saved automatically, or 
you can go up to "File" and click "Save."

If you are quick, you can do a control + z to undo your last 
move (Windows) or command + z (Mac).

Another trick is to copy a page you are 
working on ςin case your changes are not 
what you had in mind.

Above each document, are three icons:

To copy that page, click on the icon that looks like 2 pieces 
of paper. (Can hover your mouse over the icons to see 
what they are.)



Click on "Create a design" to create a new design or click on one of 
the templates, such as for a poster, flyer, or Facebook post.



Hover the mouse over the word "Flyer" under the templates to see 
the size of that document -- 8 1/2" by 11" -- and by clicking on "Flyer," 
you will get a plain white page that is 8 1/2" by 11."

You can drag and drop one of the templates (along the left side of the 
screen). They are listed by category. Click on "see all" next to a 
category to see all of the templates for that category.

A lot of the templates are free to use. But for some there is a charge. Those will have a 
Canva watermark on them. (If you really like it, you can use the idea and create your 
own.)



Drag and drop

Under "Event Flyers," 
drag over a template 
to your blank flyer 
page. This is page 1.



To add a second page, for a double-sided flyer, 
click on "add a new page." This gives you a 
new, blank page.

To get the second page of your template, 
hover your mouse over the template and 
page 2 will appear. Or click on the template, 
and both pages appear. 

Drag and drop page 2 of the template to the 
new, blank page you created.



To name your flyer, click on the name automatically generated (right 
side of the bar at the top) and type in a new name for your flyer.



TEXT

If you like the template's font, just click to 
activate the text box and type in your own text 
right over theirs.

To enlarge text, highlight it (which activates the 
font info ςbar near the top of the screen)

then select a font size from the drop-down or 
type in a number and "enter" on your keyboard.
Or enlarge the size of the text box.



TEXT
If you don't like the template's font and/or text boxes, you can bring in 
new ones.
-- Click on "text"
-- By clicking on the default style, "Add a heading" that heading will be put on the active 
page of your document -- then type in your own text



TEXT
You can bring in templates of font combinations.
-- Click on "text"
-- Click on a "font combination" -- it will appear on the active page of your document



FONTS

sans serif serif script



TEXT

Spacing ςYou can change the amount of space 
between letters and between lines of text.

Highlight the text or the text box, and click on 
"spacing." 

There will be a slider bar for "letter" -- the 
space between letters -- and one for "line 
height" -- the space between lines of text.



TEXT

You can activate a text box or shift + click on 
more than one text box -- and move them 
around by dragging and dropping or using the 
arrow keys on your keyboard.



COLORS

To change the text 
color, highlight the 
text or click to 
activate the text 
box. Click on the 
"A" in the tool bar 
to open the colors 
panel (will appear on 
the left).

Select a default 
color or create/add 
your own.


